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Transcript Review  

•  The Transcript Review  process can be used to 
become eligible for initial licensure for 
endorsements that are not part of an approved 
teacher education program in the State of Vermont. 
If a Vermont teacher preparation program exists for 
the endorsement being sought a candidate cannot 
qualify for that endorsement through the transcript 
review process.  

• If an educator holds a current Level I or II license in 
the State of Vermont, they can use the transcript 
review process to add any additional endorsement 
per the Rules Governing Educator Licensure. 
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Before you start…. 
• You must be registered in ALiS (This is ONLY if you are an existing 

Licensed Vermont Educator, if you are not GO TO SLIDE 4) 

• To register go to our website at https://alis.edlicensing.vermont.gov/login.aspx  
and Click ‘Register Here’ – For more information on Registering Please view the 
Registering in ALiS PowerPoint 

• You need to update your profile information  
• Personal Information 

• Contact Information 

• Education Details 
• Make sure all your education details are up to date and any Official 

Transcripts that have not been previously submitted to the Licensing 
Office are sent either in the mail or electronically directly to this Office. 

• Employment  
 

After you are finished updating your profile make sure you  

 

 

And now GO TO SLIDE 8 
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If you have never held a Vermont Educator 
License and are using Transcript Review 

to gain Initial Licensure… 
• Go to our website at 

https://alis.edlicensing.ver
mont.gov/login.aspx 

• Click on ‘Never held an 
Educator License in Vermont’  

• To be completed only in these 
endorsement areas: Business 
Education, Career and 
Technical Education, Career 
and Technical Education 
Special Needs Coordinator, 
Design and Technology 
Education, Driver and Traffic 
Safety Education 
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(Full endorsement ONLY),  
Educational Technology Specialist, 
Family and Consumer Sciences, 
Health Education (UNTIL October, 
2015), Work-Based Learning 
Coordinator, Driver and Traffic 
Safety Education (In Vehicle 
Instruction ONLY),                    
Library Media Specialist. 

https://alis.edlicensing.vermont.gov/login.aspx
https://alis.edlicensing.vermont.gov/login.aspx


Enter your Personal and Contact Information and create a 
login for the Online System 
 Write down or store your Login and Password for future reference 
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Initial application:  
preliminary questions 

You will answer ‘NO’ to all of these questions 
If you respond ‘YES’ to any of these questions Transcript Review is NOT the 
correct process for you. Exit this PowerPoint and contact the AOE regarding 
completing an Initial application. 
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Click on ‘Apply using Transcript/Academic Review’ 
then Click  
 
NOW GO TO SLIDE 11 
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If you are an existing Licensed Vermont educator adding 
an additional endorsement, once you are registered - Go 

to https://alis.edlicensing.vermont.gov/login.aspx   
and Log into ALiS 
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https://alis.edlicensing.vermont.gov/login.aspx
https://alis.edlicensing.vermont.gov/login.aspx


Educator Home Page 

When you log in, you 
will be brought to your 
home page; click on 
‘Add New Endorsement’ 
to start your application 
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The candidate you are 
viewing is a fictitious 
educator created for 

training purposes 



Preliminary Questions 

• Click on ‘Apply using Transcript/Academic Review Process’ 
then Click NEXT 
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Complete, update, and verify your Personal Information  
Make sure your E-mail address is correct as this is the primary way that 
the system and AOE Specialists will contact you 
Once your Personal Information is correct Click on  
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License Information & 
Endorsement Requested   
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• If this is your Initial License NOTHING will appear in the 

‘Current License(s)’ section 

• If you are seeking an additional endorsement your current 

Level I or Level II License and any endorsements held 

should appear in this section 

• Next you will choose the endorsement that you are 

requesting  
 



You will need to Click ‘Add’ under the ‘What endorsement(s) are you seeking? 
Section. 
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You will then need to choose: 
• The endorsement category- Teacher or Administrator 
• The Endorsement 
• The Sub Endorsement (If Applicable) 
• And the Instructional Level 
 

Once you have entered the Endorsement(s) you are 
requesting Click  



Once you have chosen the endorsement(s) you are seeking you 
will need to Click on ‘Competencies’ to fill out the competency 
requirements for each endorsement you are seeking 
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This will open a pop-up 
with the competencies for 
this specific endorsement 



Endorsement Competencies 

15 

The Endorsement Competencies pop up for each endorsement will list 
ALL the competencies and additional requirements that you must 
fulfill with academic coursework to qualify for the endorsement 

If you have a recommendation for Licensure from an approved teacher 
preparation program Click ‘YES’ to the question Do you have a 
recommendation from an approved educator preparation program for this 
endorsement? If you do not Click ‘NO’ 
If you Click ‘YES’ you do not need to enter anything for each competency. If 
you Click ‘NO’ You must enter coursework for each competency listed 



Endorsement Competencies Continued… 

 

 

 

 

 

 

Click on ‘Course Detail’ next to each competency to enter academic 
coursework that you have completed with a grade of “C” or better  
Please note you must put something for every competency. If you do not have 
coursework for a competency please still enter none into the course detail 
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Endorsement Competencies Continued… 

Click ‘Add’ to add a blank row to enter a course.  
You can add as many courses as you want considered. 
Fill in each box for the course(s) you want considered (see example above) 

Click ‘OK’ once you have entered all the course information you want 
considered for this competency 



Document upload for competencies 
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In the specific competency detail Click ‘Documents’ and a pop up to upload 
documents, pictures, etc.. will open 

Click ‘Add’ and blank row will appear where you can browse for the documents, 
pictures, etc.. you want to upload 

Click ‘Browse’ and search for the document, picture, etc… that you want to 
upload. Once you have chosen the file, add a comment (optional) and then 
Click ‘Upload’ 



Once you have uploaded your file the # next to the ‘Documents” link will change to reflect 
how many documents you have uploaded. 
 
After you click ‘OK’ in the Course Detail for the competency the # next to the ‘Course Detail’ 
will change to reflect how many courses you have entered for that competency 

19 Click ‘OK’ after you have entered course details for all the competencies for 
the endorsement(s) you are seeking 



Click Save &Go to Next Step once you have finished entering your coursework for the 
Competencies. 
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This will bring you to the next TAB where you will enter your Education and 
Employment Details 



Education Details 
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Click ‘Add Education Details’ to Add a row to enter new education details. 

Enter your Education Details into the new row, completing all areas marked 

with a red asterisk  * 

Once you have entered all your education details move on to add your 
employment details… 



Employment Details 

Click ‘Add Education Details’ to open a pop-up where you can add new 
employment details. 
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Note: Make sure 
you add ‘subject 
taught’, ‘FTE’, and 
‘grade limits’ 

Enter your Employment Details into the pop-up, completing all areas 

marked with a red asterisk  * Once you are done Click OK to save the Details 

you have entered. 



Employment Details Continued… 

Once you have entered all your Employment Details and Saved them; each 
entry will appear in the employment detail window. To view the full details 
of each employment Click on the ‘Employer Name’ in Blue. 
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After you are done entering all your Education and Employment Details 
 Click Save &Go to Next Step  



Attestation 

You MUST check off the Attestation to be able to submit your application. This 
is your form of electronic signature. 
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Click Next to be taken to the Electronic Payment Gateway where you will pay the 
Transcript Review processing and review fee. 



Payment Gateway…  

This is your electronic bill. Choose your Payment Methods from the ‘Pay by’ 
drop down. You will be able to use Visa, MasterCard, Discover and electronic 
checks. Then Click ‘Continue’ 
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This is a summary of your charges, once you are ready to pay click ‘Pay Now’ 



Payment Gateway Continued… 
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Complete all the required 
information for your payment 
and then Click ‘Continue’ 



Application Confirmation Screen  
and  

Checklist… 
Once your payment has been accepted you will be redirected to an 
Application Submitted Confirmation Screen. This screen will confirm your 
application has been submitted and the transaction number 

You will also be able to view the checklist specific for your transcript review 
application. You will be able to view what you have submitted for the 
competencies as well as upload additional documents if needed. 
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Checklist for Transcript Review 

Verify and Update your E-mail address (this is how the system and 
AOE Staff will contact you) 

Make sure you have entered all your current Employment Details. 

Make sure you have entered all of your Education Details. (This 
includes your BA, graduate degree(s), as well as places where you 
have taken single courses) 

Make sure you have had OFFICIAL TRANSCRIPTS sent for ALL 
colleges and Universities listed in your Education details. These need 
to be sent to our Office in paper form or emailed electronically 
directly from the university to our Office to:  
AOE.AlisEDLicensing@state.vt.us   

Remember to attach course descriptions and/or syllabi in the 
documents section of the Competencies for any courses that feel 
that the course title does not accurately reflect the content covered 
in the course. 28 
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Questions?? 

• Use the Educator Help 
Guide built into the system 
by Clicking the ‘Help” 
button in the top right hand 
corner of your screen 
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If the Educator 
Help Guide does 
not answer your 
questions Contact 
the Licensing 
Office at: 

AOE.AlisEDLicensing@state.vt.us   

mailto:AOE.AlisEDLicensing@state.vt.us

